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ADMINISTRATIVE SERVICES

A. Spece Aoquisition, Assigiment, and Dispesition

1. REAL ESTAYE ARD CONSYRUCTIOR (3ee Procedurs Regulation Wo.

25X1A

The Chisf, idministrative Ssrvices, is charged with
@) the mpo;uims&y for Agency spece planning, scgqui-
sition, assigmeent, and disposition, sxoept s other.
wvise speaified in sppropriate CIA Rsguletions.
Negotistions normally should not be mede by opersting
sctivitiss without prior motification to and sppreval

by the Chief, Adminlistrative Services.

(2) Requests for the essigmment or acquisition of real

by peruit, lesse, purchase, or econstyrnction
te made in wri

ting to mmww w:mmun
Sexyvices 5ftice Beads or i PORIR~
S s oir megulation Ho.| |will be complied 25X1A
with when the acquisition requires ject fReview

Comittee approval.

3) The Chief, Administrative Services, will bes notified
) o Atns of ssaigned or lessed spuce walch mmy be

released by a Cli setivity.

& Wuﬁ:mmng-efammmm
“ more activities of Cli will be mede to the Chief,

sdeipistiretive Sewrvicesn,
B. Utilities

A1 requests for wtilities, vith the exseption of those
in buildings masrnllg:é by tbe Cesercl services
sduinistre ' ephone servicss in
tion and tel ype o vemib 25X1A
sion, saminis.
tretive Services 0ffice. Ordering of such services from
utility companies vill be done only by the Administrative

departmentsl srea (See CIi Regulation Ke.
mitted to the Resl Zstete and Comstruction

Servicea (ffice.

flescind:

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200
- l -

25X1A

UoUT1

1 April 1951
-1



CENTRAL INYELLIGENCE AGENCY

Approved For

el

. CIA-RDP54-00177A000200030116-1

25X1A

FROCEDURE RECUIATION NyMEER

1.

Approved For Release 2

REAL BSTATE AND CONSTIUCTIOR
A. hoquisition of Resl Froparty
{1) Bequests for the soquisition of resl property including

puarshase, lesse, permit, sud construction; requeats for
renovations, alterations, izmprovements, snd meintenance
of other then departmental greos will be submitted in
memorandun or on Form 36-7, "Requisition for Supplies,
Bquipmert or Service® in duplicste to Chief, idministre-
tive Services, Attention: Real Estate and Construction
Division. Such requests ahall contain the folloving:

{a}) Approval a:f uspoct:lv:icﬂin? head or his
designa representetive., (Sigaature on
original only is required.)

{b) Imdiecation of project or allotment aguinst
whioh the obligation, if any, will be charged,
{See CIA Regulstion when Projsct Review 25X1A
Comxlties uotion is Tequired,)

(s) Deseription of vequirement includirg purpose,
queatity and type, location, period of oecupancy,
&nd other informeticn sufficlent for intelldigent
review or isplementation crd documentation for
record.

{d) Fegotlstions if eny, which have baen tuken prior
to maldng the recqusst.

(e} lame of individwel most famlliar with the requeat
in the requesting office, to be contscted by
Adaiuistrative Services in conmsction with the
requirezent.

B. Assigmaent, Relewse, or Exwehange of Space
{1} Regquests for the asaignpent, relense, or exchunge of space

vill be submitted in duplicate mesoranfum or Form Fo. 367,
"Requisition for Supplies, fquipment or Service,” to Chief,
sdminletrative Services, Attention: Real Estate and Con-
struction Diviafon. Such requests sball comtsin the
following:
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{a)
{b)
(e)
(a)
(o)

Same as A{1)(a) abov .
Quantity, type, and loeation of space involved,
Date spsce to Lo released will be availsble,
W&t&atamswtarm&fam.
Justifiontion for assigmment, release, or

s ineluding the nurber of personnel

involved and other
ol o informstion sufficient f
intelligent disposition of request, =

e Proourement of Uiflities

{1) Hequests for all wtflities, with the
» sxoeption of thos
required in buildizgs controlled by the Cenaral sarv:lc:a
idministration end telephone snd taletype service ia the
departasntal cres (See CIA Regulation No., wvill 25X1A

be submitted in memorsndum or on Form Bo. :
tion for Supplies, Equipment or Services, in énplia@te

8i-

to the Chief, Administretive Servioes Attention: Real
Estate and Construstion Division. ’ -
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2. PBUNIDTNG MATRTFRAECE ANP UTTLITTRS o NFPIRTURRTAL ARFA (Alse see Procedure
25X1A Rapniation ¥n,

fo Maintenance of and Alterations to Buildings Assigned to or Leased by Cid,

(1) 4311 requests for rensv-tions, inztallations, and reimburssble
: azintenance servicss recuired in tuildings assigned to or lesned
he 74 will be mede tr the Chief s idministrative Sarvices.

{2} Roqueste for maintensnce serviceg of a non=-relmburashle nature
may be submitted to the Building Services Ufficer by telephone
or as ctherwige aopropriste,

#, Hoves

Famests frr movine of o7“ices or other activities will be nade in
writing te the Chief, ddninistrative Services.

Ce Perkine Spaces

(1) Allotments of perking spaces will be made in hlocks by Lha Chier,
Adsind atrative Services, to 1174 setivities for reassignaent to
Irdividual easployees, Office heads will r=port to the idministrse
tive Sarvices Uffice the assigmment of parking spaces to individuals,

{2) The idministrative Services ffice is resaonsible for the
Inssretion andt pelieing of parkine areas,

' Telephone and Tolestype Service

{1) PRequests for telephone snd teletype sorvices will be made to
the Chief, "dmin!ctrative Zervices, in writinr, 4 minimum
period of thres days for chenge or initial installsts cn of
telanhone service is required,

(2} Remuests to utility eompsrnies for telephone ord teletype services
%1 &hin the %ashipeton ares will be made only by tha Aminictr-.tive
S el Gog (31‘?13@0

o

« Uafetering

The imivdstrs=tive Services (iffice 18 resnensihle for lisison with
Geveornment Service:, inc,, in cennection with cxfrterias operated by
Liat oreanization in Ci4 buildings, duprestions or coapla'nte in
ernmechicon with theze careterias will be made to this offlee,
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foconomsmmn:

Inetallation of Hot Plates

1)

£2)

(3}

Hot plates may nol be used in €12 buildings without the prior written
anproval of the Chief, Adainistrative Services,

Bo funds are ave lszhle to provide adequiate protective install-tiens
at geveroment expenss for ronehazardrus hot plate use. fhere is o

objection, however, to providime a re-constle mmber of such inotalle-

tions ot the exommse of the users, aporoximstely 215,00 per imstallation,

The Chief, Administretive Services, is charmed with the proper
srforcemant of this Rarulation,

Reporting of sccidents Involvine Permonsl Injuries and “roprerty Namage
to the Mablic Bulldines Service, .

{1}

(2}

Juoted below is a memo-~nndum rec-3ived from ths Office of Bu1ldings
¥mnaremont, “ublic Butldings Cervice, Ueneral Services fdminietretions

PETRIFCT:  Reporte of Aecidente Involviny Terstnal
: Iriuries and Property lamape

"fince the enactment of the Federal Tort Claims fct, & number of
claime have heen filed with the Public Buildings Service covering
personal injurles allegedly due to accidents sccurring in bulldings
which we operote and maintain, Investigstione have disclosed that
many »f the glleped sccidents were recorted to the Chiof Clerk or
other Administrative officer of the #pency housed in the building,
hut were nct reported te the Ousrd Uf ice or %o the Buildine Supere
intendertts Cffice,

"The “ublic Ruilding Service is res..onsible, in most caces, for
censideration of these elaims, e wenld appreciate your cooperation,
therefore, in directing your representatives, hoth in the Yetropolitan
Area of Hashineten | te repert all sccidents involving
property demsrve and perscnal injury occurring within buildings operated

and maintained by the Public Ruildings Ssrvice to the Building Supey-
intendent's (ffice of to the Suard Of"ice. Such reports zhould be

made a2 prouptly as possible ge that a full invastigation may be made
while the facts are still fresh in the minds of the witnesses ant the

evidence iz 31111 at hand,.®

A11 secidents involvine property dnmuge or ners-nal infturies occurring
within brildinrs used by CT? in “ashington ~|wi11 be
immediately recorted in writing to the ChieF, Adsinistrative Jervices,
for forwarding {~ the Public Buildings Zervice,
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2¢ PRUTINIRD s TRTFRARCE ARV UTILTTIED - ET.SEZ?,RET%S‘HTM- LRFA
2, Aterations ard Installat one in ¢ & Buildings

{1} HRAequests for alterstions snd inetallations ir uildivrgs as-igned
tn or leased by CIX within the departmental srea, willbe submitted
oy aubthorized of ficisle to the Chief, Adainistraiive “ervices, mn
Fora Wo, 316-7, "Requisition for Supplies, Fquipment or Jervice”,
or by zemorsndum in duplicste, “ignat re is required on the
original only, '

{2} Pequests should contain specific inrormation erd justification as
to the type of service required and sh-uld be augmented with drawe
ings or cketohes 17 prectieable. Fersomnnel to be contaced in
regard tc¢ the work should alsc be indicated, The Building
Yeintersnce avd tilities Pivision, ‘dministrative Services Ofrice,
will provide comp-tant enpincersz when required and will sesist
in tha plepning of aay sroject if desirable.

{3} Requests involving the nhysicsl security of an arca will be
forwarded % the I%5C for recommendations or approval prior to
action by the Administretive “ervices fice.

{h} The Tailding Maintenmsnce arid Jtilities idvision will forward to
' the requesting of Mlee twe coples of the work order submitted to the
25X1X8 Gen-ral Dervices ‘duinistration for the work to he performed. C(ne
copy of sach gsuch work order be ceril fied and returpe? to
| the Bullding Haintenante a2nd Utilities Division afisr completion
‘ of the prejact,

R, Huildine Mpirtensnce Services

(1)} ‘eintemsnce services mry be obitained from the Building Services
Of Micer Sy tei=nhone cr 25 otherwise appropriate. IThis rervice
oonsists of non-reimbursable vreoeste such az the replooement
of 1ipht bulbs, broken steps, broken window glass, linclewm,
locks and w pdows or deors, ste, The Building “ervices Ufficer
#1111 net be contacted in rgart to slterntiona, insztalletions,
or requests requirins relmbursement by CIA,

i Uffice and Foguipment Hoves

(1) Reguests for of "ice or equioment moves will be submitted on Form
Liae 36=7 or by memoraniua {n duplicate to the Building dsinionance

-1 -
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and Utilities Ulvision, Administrative Services (ffiee. Informstion
regarding bulldings ard rocms frosm ani t- wiich moves are desired,
mumber of parecnnel and tele~hone chances {nvolved, quantities of
zafes ard other heavy equipment tc he moved, snt other pertinent
informstion should be indiested on such recuests.

{2) Regquests for movee should be forwarded to the Duilding Haintenance
and Hilitien Divielon as fer in advance as pos: ible, as normally
a ninizum of three days is required to arrange for moving services,

(3) Moving boxes and identific-tion tars fer furriture car be obtelined
by televhoning the Pullding ¥iintensnce erd Utilities Divigion,
25X1 ’”rtam*mﬁ

ol
[

Parkine wpaces

1) The Chief, 2dninistrative Services, allots parking spices to Ci¥
Offices on the basts of personnel streagth, Thepe parking spoces
are as:ipned in blocks of mmt-rs on lots adiscent t~ ihe building
in which the particulzr Office 15 locsted, $IT nossihle,

{2) Parking stickers sre issied for each asslgned spsce, an' Auplicate
=tickers ars obia’nable upon written reguest for drivers in car
pools., Such stickears will be displayed on tha wirdshields of all
cers parked in aszigned narkinc apaces.

{3) ZTwnleovees ‘esirinc parking sprcen will anply for same to their
ragrective Administrative Of flcar,

(k) oOffice heads will report to the Administrative Services Office
tre individusl parking sraoe s:sipmments wade, giving the pase
and telephope extens'on of er-loyee, mumber and loc:tion of spsce,
snd the year, mske, wodel an’ license nmusher of the vehicle in

_ ®ach inatance,

{S) Cit employses whe have ot been assigned parking spaces shoald
not purk in U * parkine spaces, 4lso, the guadranple in "ront
of the idministrs:ion Buildine is reservsd for vigitore to the
“ddmint stestiop Puildineg ares, ard the parkinr spacez ’n this
area should not be umed for any other purpose. fnanthordized
parkine in offielal ©14 nparkine eveces will be reported teo the
0ffices to which the offenders arc assigned for administrative
action 23 deemed anprooriste,

-2“
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Telephone ar! Toletype Yervice

{1) Gequests “cr telsphore services will be directed to the Zdministrative
Sepvices Uffice by memorandum or Form Ko. 367 in durlicate,
ipdicating the Ly pe of service desired, the bullling end recms in
which service iz tc be locsted, and the imdividual tc be contacted
for detaile conceraing the mquaat. The Uhief, Telephone Branch
will upon receivt of sase, copduct such surveys s: resquired and
deteraine the tvpe of ‘aelallation mont efonowical and hesgt suited
for ~demuate service,

{2) Requeats Tor teletyn- services will ha -weparsd ir the ssme manner,
bat ro:ted to the Com ~ o, (50 Pey approval prior to su‘m&nﬂihEGlB
to the Jdeinistrative “'«em oes Uifige for procuresmcnt of ithe service.

Hot Flates

(1} #et plates or coffee makers are considered to be perscnal cone
verlancas 3rd therefors the expenditure of coverpment funde for
inrtaliatior of Bame, which must be dene in accordsnoes with asfety
endes, cannct be peraitied,

(2) R quests for hot plste imetsllations at the expense of the users
may bs mede in writing to ths Chief, Adnimistretive “ervices,
Upen approvael, the Bulldine *ai rterance and Utilitiee Divieion will
obtaip an estimeted cost Tr-m the Oenerzl Cervices ‘dxinietrsiion,
at winieh time er agrsement will Ye rirned by the roguestor cartifying
thet cayment will be mzde by cortifisd cheek or eash w.on dessnd pon
complation cf the in:tallztion., 'ipon receipt of such arreeqnt, the
Railding Maintenonce and Jtilities Division shoil submit a work
maueat t~ the Ocnerzl Services Admintetrotion, =ho will make a
check o7 the power circult for cacseity, and instell a special
wall receptacie apd g Fireproof bose for Lthe not plste weit, pon
recelnt of the veucher fror the Jenersl Tervices Administration
‘mileat ng the sctuml coet of the installstion, payment will be
requested {rom the regiestor and turned over tc the Finsnce C{fice
for gubmissior to the Tressury Tspartaent,
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4. Authorization to Request feproduction Services

In order to implement effectively ihe reproduction program
for the Agency, each Office hesd will appoint an individusl
or individuaels, 36=-7 or above, ito be responsible to him for
the authorization of raproduction servicss. The nomes of
these suthorized perscons must be submitied in writinz to

the Chief, Administrative Services, who will also be informed
in writing of any subsequent chznzes in the persons so
desimated,

Be Process = Coples

The heavy demands upon CIi reproduction facilities make 1t
essentisl that the persons authorized to sign requests famil=
jerize themselves with each type of reproduction service
‘available, the time required for each, and the relative cost,
so that the most sfficient snd economical process will be
selected snd the rumber of coples to be reproduced kept to

a8 ainimam,

C, Submission of Reqiests for Reproduction sork

$11 requests for reproduction work, when properly si;ned, will
1) Adminietrative

be submitted to the Chief, Reprodu
25X1X8 Services Office, for processing.

.. Ilo Requests for Reproduction 'Equigmei

Kequests for all types of reproduction equipment will be
submitted thru the Chief, Reproduction Dirislon, Administrative
Gervices Office, ~nd the :dvisor for Management, with statement
of justificetion.

25X1A
Rescind: 1 April 1951
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REPRODUCTION

A,

Be

Oeneral Pescription of Services Available

Ihe Reproduction VYivision is s service set up and staffed with
technicisne to handle and enswer 211 guestions and problems
concerning methods and processes of reproducing or duplicating
various types of meterial for the entire Agency. In their general
classes, the following methods sncd processes of rsproduction are
avallable: compesing, drafting, offset printing, cutting, punching,
padding, perforating, binding, mimeographing, ditteling, graphotyping,
addresso, raphing, photostating, osalid, color photography, photo-
graphie copying, photographie printing and enlerging, identificaticn
photography, mierofilming and mass preduction of photographic prints,

Sybmission end Processing of Re-uisitions for Reproduction Services

(1) Reproduction services can be cttained by f£illing out Form 362,
"Reproduction Requisition® in triplicate (white, pink and blue}.
This form lists the varicus services, and needs onl. to be
filled in by the requesting office and signed by an authorized
e??leyae of the office as set forth in CIA Regulation Number

(2) Upon arrival in the Heproduction tivision, the request is
reviewed and assigned 2 job mumber, The blue copy of the
requisition indicating the job number is then rsturmed to
the initiating office. This copy will be kept until the
job is completed and delivered so thst reference concerning
the progress can be obtained by calling the Reproduction
pivision (axtanﬁimn[:::]ané giving the job number that
has been assigned,

(3) £t such time as the finished work is delivered to the requesting
office, the originel of Form 36-2 will ve signed in the space
provided, evidencing receipt of the job, snd returned 4o the
heproduction Uivision.

(i} Requests for reproduction of new or revised forms will be
forwsrded £o the Mana - ement Analysls Cffice for spproval
nrior to submission to the Heprofuction Division.
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